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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Tammy Lytle
	SUPERVISOR'S CLASS: Accounting Administrator, I (Supv.)
	personnel analyst: Andrea Riley
	personnel date: 01/30/2013
	PERCENT OF TIME: 
















30%




25%
	activity: POSITION SUMMARY
Under close supervision of the Accounting Administrator I, Supervisor in the Employee Payables Section/Payroll Unit, the Accountant Trainee, in a learning capacity, is responsible for the disbursement of payroll  and payment processing for the Department.  The incumbent will gain a thorough knowledge of the rules, regulations, policies and procedures written in the Payroll Procedures Manual (PPM), State Administrative Manual (SAM), Department Administrative Manual (DAM), Victims Compensation and Government Claims Board (VCGCB), Department of Personnel Administration (DPA), and State Personnel Board (SPB) in order to successfully perform the duties assigned to this position.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with program personnel, control agencies, and the Human Resources Office, and all other associates within the Department; work closely with the Accounting Administrator I, Supervisor, to monitor and process the Department's garnishment warrants, miscellaneous warrants, claims for vendor payments, as well as Office Revolving Fund (ORF) payments.  The specific essential duties are:

Review claim schedules to determine documents received are complete, accurate, and reconciled. Print claim schedules and prepare for submission to the State Controller's Office (SCO), as prescribed by the ruling authorities, to ensure timely payment.  This involves a large volume of invoices that must be  processed on a daily basis.

Maintain accurate and detailed information for the correct disbursement of garnishment payroll warrants.  This involves communication with staff in the Human Resources Office on issues concerning the release and disbursement of the garnishment  warrants and the possible return of those warrants to the State Controller's Office (SCO).  Monthly provide timely disbursement of approximately 200 garnishment warrants to the appropriate garnishing agency.

	classification: Accountant Trainee
	appointee: Vacant
	dwr position number: 0256-4179-002
	sap personnel no: TBD
	sap position number: 50000238
	division: Fiscal Services/Employee Payables Section
	mcr: 1
	percent 2: 20%






20%






5%
	activity2: Maintain an accurate tracking log of claim schedules printed in the SAP system and submitted to SCO for payment, as well as monitor claim schedules prepared but not submitted to SCO. On a monthly basis compare claims that have not been sent to SCO against month end claims tape reconciliation to ensure list of unpaid items remains accurate.  Provide timely resolution of the outstanding claim cuts which requires communication with payables staff as well as control agencies.  

Assist in the accountability for and the printing of Headquarter's revolving fund checks.  This requires a thorough knowledge of the stated laws governing inventory, safeguarding, printing, destruction, disbursing and appropriate use of the revolving fund checks. The incumbent is responsible for preparing SAP generated reports for the reimbursement of the Department's 
$3 million Office Revolving Fund.  This requires coordination between the Payroll Unit, Field Divisions and District offices.  

Maintain Payroll Warrant Release Log.  Disburse to authorized personnel payroll warrants as well as travel advances, cash in advances and Travel Expense Claim (TEC) Office Revolving Fund checks.  Maintain log and disburse all Power, Consultant, and Special Handle SCO warrants.


KNOWLEDGE, SKILLS, AND ABILITIES
Apply accounting principles and procedures.  Analyze data and draw sound conclusions.  Analyze situations accurately and adopt an effective course of action.  Prepare clear, complete, and concise reports.  Make sound decisions and recommendations in regard to the professional accounting  problems in maintaining control of a departmental budget.  Establish and maintain cooperative relations with those contacted in the work; and speak and write effectively.  Maintain consistent, predictable, and regular attendance.



	supervisor name: Tammy Lytle
	employee name: Patricia Vertrees


